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Introduction

PURPOSE

The State Universities Civil Service System was created in 1952 as a separate entity of the State

of Illinois and is under the control of the University Civil Service Merit Board as set forth in

Section 36b3 of the State Universities Civil Service Act Act llliIl C 7l1 ih The

purpose of the State Universities Civil Service System is to establish a sound program of

personnel administration for its constituent employers 110 ILLS 7036b2 To achieve this

purpose the Merit Board has been given a broad range of statutory powers and duties which

include the power to make rules to carry out the pwpose of the State Universities Civil Service

System and to appoint an Executive Director to administer the Act 1 0 ILLS 7036dI1 and

12

As part of its statutory power the Merit Board has promulgated rules that delegate to the

Executive Director the authority and responsibility for conducting ongoing audit programs of

all Civil Service operations at all places of employment for the purpose of assuring compliance
with the Act l10 ILLS 7036b et seq and Part 250 of the Illinois Administrative Code

Code I 1 IIL 1cimodc 25U and for improving the programs ofpersonnel administration of

its constituent employers DSO Ill Admulc25U140c

This report communicates the final outcome of a comprehensive human resource operational
audit which included an onsite evaluation that was conducted on February 2527 2009 An

exit conference conducted June 10 2009 provided an opportunity for the Employer to discuss

both the Material and Nonmaterial findings contained in the initial Draft Audit Report Upon
completion of the exit conference and submission of the Institutional Conective Action Plan a

Final Audit Report Material Findings only is sent to the Employer and a Supplemental Report
Nonmaterial Findings is sent to the campusagency Human Resource Office for internal use

OVERVIEW

The following Human Resource activities were reviewed and utilized in identifying the Material

Final Audit Report and Nonmaterial Findings Supplemental

Assirnment of Positions to Classes

The Auditor completes a review of selected job descriptions for timely updates proper

administration and correct assignment ofposition classifications Additional desk audits

ofselected positions are conducted onsite for appropriateness of position classifications
There is also an evaluation of the Employers desk audit process and conclusions during
the time span audited
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Compensation Programs
The Auditor completes an analysis of the Employers use of pay rates and pay ranges

approved by the Merit Board An overall evaluation is then conducted of the Employers
compensation program and initiatives to meet requirements of pay equity within the

Employers market area

Examination Program
The Auditor conducts a review ofpreemployment testing operations This includes test

administration admission procedures of applicants to examinations license and

certification verifications scheduling and security

Administration ofEmployment and Separation Procedwes

The Auditor reviews the Employers business processes and procedures related to the

employment cycle including preemployment activities probationary and status

employment and employment separation programs There is also an assessment of the

Employers utilization and monitoring ofnonstatus appointments

Administration and Employment Protocols of Principal Administrative

Appointments PAA
The Auditor completes a review of the employment protocols and assigned
responsibilities for Principal Administrative Appoinhnents This review is conducted to

assure compliance with the exemption authorization provided to each employer The

Employersexemption forms and related position descriptions are reviewed and selected
incumbent interviews are conducted for further validation of approved exemption The

audit process also includes a review of the Employers administrative procedures related

to these appointments and their approved exemption status

General Review of the Employers Human Resource Program
The Auditor completes a geeral review of the Employers human resource programs

with respect to effectiveness efticiency and levels of communication to constituencies

There is also an assessment of the recognition and interaction of human resource

programs within the Employers faculty administrative and support staff employee
groups The impact of new technology on the recordkeeping and processing of

information is also an element frreview

Other FollowupItems from Previous Audit

Other followup items from previous audits as well as other matters deemed necessary
and appropriate may have been reviewed and submitted as additional audit subjects

The following staff members from the System Office Audit and Advisory Services Division
were directly responsible for conducting various aspects of the audit

Jeff Brownfield Assistant Director

Lucinda Ncitul Audit and Advisory Services11anaer
Paula1litchell Human Resource Assistant
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Executive Summary
YEAR ENDED FY2009

The compliance testing performed dwing this examination was conducted in accordance with

State Universities Civil Service Act i L I1 I Le S Ubh tsrc Part 250 of the Illinois

Administrative Code Code t III Im iU State lniriti iI Sricc

IrcclurI1anual applicable Universityagencypoliciesprocedures and auditing standards

SUMMARY OF MATERIAL FINDINGS

Number of This Report

Findings 3

Repeated findings from previous auditCz 1

SCHEDULE OF MATERIAL FINDINGS

Item

Number Paae Description

FINDINGS STATE UNIVERSITIES CIVIL SERVICE ACT
CSU FY09O1 Exemption Authorization Applied to Positions That Match Civil

Service Classification Specifications

FINDWGS ILLINOIS ADMINISTRATIVE CODE
CSU FY0902 NonCompliance with Extra Help Employment and Position

Limitations

CSU FY0903 Temporary Upgrades Exceeding ThirtyDay Limitation

3
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Material Findings Recommendations and Institutional Corrective Action

Plans

CSU FY09O1 Exemption Authorization Applied to Positions That Match Civil Service

Classification Specifications

CriteriaStandardsie what should exist
1 State Universities Civil Service Act Act Section6e

2 Illinois Administrative Code Code Section 2500a Coverage
3 Principal Administrative Augointments Procedures Manual Section 13 Exemption

Procedures

4 Principal Administrative AUKointments Procedures Manual Section 15 Reviews of

Exempted Positions

5 Principal Administrative Appointments Procedures Manual Section 1Sa PAA Job

Description Form

6 Principal Administrative AUwintments Procedures Manual Section 18 Chanin a

Principal Administrative AUxintmcnt PAA to a Civil Service Position

These guidelines provide that all positions are Civil Service except as categorically outlined

Exemptions are allowed in accordance with procedures requiring either documented exemption
approval fiom the System Office or verification ofexemption authorization through the position
descriptions when standard titles are used Accordingly a periodic review and update ofposition
descriptions is required to confirm that these exemption authorisations remain valid

The Principal Administrative Appointments Procedures Manual Section 18 states that

Periodic job description review and update procedues may indicate that a position originall
identified as a Principal Administrative Appointment PAA may have incorrectly been

classified or may have changed to the point whereby a department now must convert this

position and any employee currently in this position to an identified and appropriate Civil

Service classification

ConditionsFactsiewhat actually exists
Through a review of approximately onehundred 100 position descriptions including onsite

interviews with various exempted employees it was determined that eight 8 exempt positions
were performing duties matching the specifications for various Civil Service classifications

These positions are listed below with the corresponding civil service classification match

Position PAA Title Civil Service Classification Match

A45900 Facilities Project Specialist

A62800 Customer Service Specialist

Architect Series

Customer Service Representative
Series or Financial Aid Series

4
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A53000 Technical Skills Specialist

A63500 Residence Hall Coordinator

A67300 Administrative Specialist

A46000 Special Assistant to the Provost

A48300 Assistant to the Director of Housing Student

Union

A39700 Banner Finance Administration Coordinator

Applications Programmer Series or

Information Technology Technical

Associate

Housing Administration Series

Clerk Series

Administrative Assistant Series

Housing Administration Series or

Administrative Assistant Series

Information Technology
Management Series or Information

Technology ManagerAdministrative
Coordinator

Causeiewhy deficient condition occurred
According to the Employer standard titles approved for use by the System Office were applied
to the majority of the exempted positions

Effectie impact ofthe problem
A failure to establish appropriate classification plan management protocols that properly update
analyze and evaluate position descriptions leads to unauthorized exemption authorizations
utilisation of inappropriate employment protocols and noncompliance with Act Code and

Procedures Consequently positions are improperly identified and appropriate Civil Service

protocols circumvented significantly increasing the possibility ofemployment issues

Finding from Previous Audit
No findings in this topic area were made during the last operational audit in FY2007

Recommendation

In accordance with the statutory intent and basic premise contained in Section c of the Act

and other related procedures the assignment of positions to Civil Service classifications when

the position description matches appropriate classification specifications must take precedence
over the use of exemptions through theStindardIitlc

We recommend that the Employer complete an indepth review of the position descriptions for

the positions listed above to further determine if they meet the specifications of the

recommended Civil Service classifications If it is determined that these positions match the

specifications of the recommended Civil Service classifications they should be transitioned to a

Civil Service appointment as soon as possible but no later than at such time that these positions
become vacant again We refer the Euployer to the Princi gal Administrati cApointments
Pryccclurr1uuil ScclinIS Chuin iIriniaril dministrativ ApxinutIA tc a

Ciit criccIi1i1 for guidance should they decide to move any of these positions
immediately

5
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The Employer may also utilize the Pilot Program classification designations and transition the

positions to be reviewed to one of these classifications if appropriate TheseIiltrrain
classifications utilize more flexible employment protocols and would offer a more transparent
transition

Institutional Corrective Action Planprovided by Seth Hosick Director of Human

Resources

Infraction It was determined that eight exempted standard title positions were performing
duties matching the specifications for various Civil Service classification

CSU Corrective Action PlanResponse

OHR will conduct position audits for all of the eight Principal Administrative

Appointment PAA positions in question Our department understands that when

a position is established it may suit the standard titles approved by the System
office Yet with the ever changing times technology and environment the

position may be similar to an established Civil Service classification OHR will

convert those PAA positions to their prospective Civil Service classification

Those positions that cannot be changed immediately will be converted the next

time the position is vacant

In order to correct and prevent this situation OHR will attempt to audit one third

ofall of the Universitys PAA positions on a yearly basis as it does for its Civil

Service positions One of our objectives is to institute an appropriate
classification plan of management in order to analyze and evaluate positions at

inception and identify any divergence of initial scope The plan is intended to

prevent any circumvention ofCivil Service policies or procedures
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Material Findings Recommendations and Institutional Corrective Action

Plans

CSU FY0902 NonCompliance with Extra Help Emplonnent and Position Limitations

CriteriaStandardsie what should exist
1 Illiuicliniiritiixl Section 5070Extra Hclp Appointments
2 Enlumcnt and ScruativnIroccdures Manual Section 10 Extra Help

Appointments

Guidelines for Extra Help positions and Extra Help employees are contained in the Illinois

Administrative Code An Extra Help appointment may be made by an employer to any position
for work which the employer attests to be casual or emergent in nature and which meets the

following conditions

A the amount of tune for which the services are needed is not usually predictable
B payment for work performed is usually made on an hourly basis and

C the work cannot readily be assigned either on a straighttime or on an overtime basis to a

status employee

An ExhaHelp position may be utilized for a maximum of 900 hours of actual work in any
consecutive 12 calendar months The employer shall review the status of the position at least

every three calendar months If at any tune it is found that the position has become an

appointment which is other than ExhaHelp the employer shall terminate the Extra Help
appoinhnent If an Extra Help position has accrued 900 consecutive hours the position shall not

be reestablished until six months time has elapsed from the date of the te7nination of the

position

For Extra Help employees the Act requires that upon working 900 hours an Extra Help
employee cannot reswne employment in any Extra Help appoinhnent at a place of employment
until thirty 30 calendar days have elapsed

The employersresponsibility as noted in the Code is that they shall review the status of the

position at least every three calendar months If at any time it is found that the position has

become an appointment which is other than Extra Help the employer shall te7ninate the Extra

Help appointment Understanding the need for continued temporar assistance Extra Help
extensions are allowed in specific instances in accordance with procedural guidelines

ConditionsFactsiewhatactually exists
As documented in Appendix A seven 7 employees were found to have worked beyond the

900hour extra help limitation without the required 30day break in service
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As further documented in Appendix B it appears that twelve 12 extra help positions may have

been utilized for more than 900 hours of actual work within a 12month period without asix

month lapse Concise information was unavailable to verify compliance in this respect

Causeiewhy deficient condition occurred
It does not appear that the Employer has established andor maintained adequate protocols to

precisely monitor the Extra Help limitations especially the 900hour position utilization

component Followup discussions with the Employer revealed that Extra Help appoinhnents are

monitored and distinguished solely by individual utilizing a personnel salary account number

unique only to a specific department This number may and is often utilized for multiple
incumbents within the same department resulting in the potential for exceeding the 900hour

limitation for positions

Effectieimpact of the problem
Current Employer position management practices in this respect make it difficult to determine

whether or not au Extra Help position or employee has exceeded emplonnent limitations and

should be terminated Extra Help positionspeople are utilized longer than allowed impacting
the overall employment environment which is inconsistent with the Code and Employment
Separation Procedures Manual

Finding from Previous Audit

No findings in this topic area were made during the last operational audit in FY2007

Recommendation

We recommend that the Employer identify and implement additional position management

protocols that will adequately monitor and regulate Extra Help positions and employees
assigned to those positions in accordance with Section 250708of the Code

Followup discussions with the Employer revealed that there is a plan to implement a new

procedure effective July 1 2009 to assign specific position numbers to each Extra Help
appointment similar to those assignled to status civil service employees In addition to reduce
the frequency of these findings the Employer may be able to utilize Fta liclh Eatcisin
when applicable andor conduct an operational analysis to determine if there is a need for the

creation of status appoinhnents in instances where there is a long term extensive use of these

positions for similar job assignments

Institutional Corrective Action Planprovided by Seth Hosick Director of Human

Resources

Infraction Seven employees were found to have worked beyond the 900hour extrahelp
limitation without the required thirty day break in service Twelve extta help
positions may have been utilized for more than 900 hours ofactual work within a

twelve month period without a six month lapse

R
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CSU Corrective Action PlanResponse

Chicago State University is in the stages of implementing a position control

system for extra help which will allow us to monitor and manage the use of these

positions The system will mimic our current system of position control for full

time employees with minor changes This system will address all codes and

sections for extra help appointments and should be ready for implementation by
July 1 2009

9
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Material Findings Recommendations and Institutional Corrective Action

Plans

CSU FY0903 Temporary Upgrades Exceeding ThirtyDayLimitation

CriteriaStandardsieWhat should exist
1 Illnni1dninitiati ud it ul ScctinOlUO Reassigmnents and Transfers

2 Lmpluvmcnt and Sehaiations Procdures Manual Section 42 Temporary Donradinu
and Upradin Assignments

According to Section 250100b3of the Illinois Administrative Code temporary upgrading
and downgrading assignments must not be for more than 30 consecutive work days duration

The Employment and Separation Procedures Manual Section 42 states upgrading
assignments shall be limited to filling vacancies due to absence of incumbents or when it is

necessary because of agreements which require a supervisory employee for a special work

assignment or project Further Upgrading is not required when the employee performs only
certain duties andor assumes only partial responsibility for the overall duties of the position to

which assined

ConditionsFactsie what actually exists
The Auditor reviewed fourhundred sixtynine 469 temporary upgrade transactions within the

audit time frame As documented in Appendix C it was discovered that eight 8 employees
exceeded the thirty day temporary upgrade limitation In one instance it appeared that the

Painter Foreman position was upgraded for a total of threehundred thirteen 313 consecutive

days Additionally it was noted that another employee in the Chief Operating Engineer position
appeared to be regularly upgraded and exceeded the thirty consecutive work day temporary
upgrade limitation on a consistent basis

Causeie why deficient condition occurred
The Employer was unable to provide exact dates for temporary upgrade assignments The

inforrnation supplied to the Auditor indicated dates worked as pay period beginning and ending
dates Followup information provided to the Auditor indicates that the time period is inclusive

throughout the pay period however the Employer does not consider them upgraded on the

weekends or any time they are not at work

Effectieimpact of the problem
The foundation of the Merit System and the primary concept ofa classification plan management

system are that employees be placed in job classifications based on the prominence of actual

duties and level of responsibility The practice of creating a new job assignment through an

extended upgrade is inconsistent with the intent and purpose of the classification plan
management system Ifa position is upnaded consistently or is upgraded on a continual basis

10
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for an extended period of time the employee should in effect be reclassified into the

classification or a new position posted and tilled in the classification

Finding from Previous Audit

The Auditor reviewed thirtyone 3 I temporary upgrade assignments during the time span of the

audit and found that one 1 assignment exceeded the 30 consecutiework day duration

requirement of the isle Finding Code FY07 page 8J

Recommendation

We recommend that the Employer confirm that monitoring standards and notification protocols
have been conveyed to the campus units causing these violations with an emphasis on

compliance and proper position monitoring Additionally the positions noted in this finding
should be reviewed and considered for upgrade either through recalls or position posting

Institutional Corrective Action Planprovided by Seth Hosick Director of Human

Resources

Infraction It was revealed that eight employees exceeded the thirty day temporary upgrade
limitation This code as outlined in Section 250100b3 of the Illinois

Administrative Code states temporary upgrading and downgrading assigrnments
must not be for more than thirty consecutive work days dwation

CSU Corrective Action PlanResponse

Chicago State University will monitor the one day break for al temporary

upgnades and track those receiving upgrades Additionally OHR will inform all

department managers responsible for temporarily upgrading employees about the

mandated time limits
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Appendix A

Extra Help Appointments Exceeding the 900Hour Rule

Employee Name
Position

Category
Department

Beginning
Pay Period

Date

Ending Pay
Period Date

Total Hrs

for Person

Green Barbara Technical Grants Chemistry Physics 9i1106 33U07 36200

Clerical GantsChemisny Physics 31x07 91507 85100

121300

HillardTyette Technical Grants Chemishy Physics 9I X06 731 07 68100

Technical Grants Chemistry Physics 8I U7 83107 74900

143000

Taylor Andre Professional Intrcull Consolid 925 06 93007 26600

Clerical InncollConsolid 9407 I1509 83500

110100

Thakkar Chirag Technical Grants Chemistry Physics 8120107 63008 63400

Technical Grants Chemistrv cC Phvsics 7i108 731U8 47100

110500

Traylor Theodore Custodial NonAppropriated Facilities Su 81OG 6i30OS 72800

Custodial NonAppropriated Facilities Su 3507 630107 75800

Custodial NonAppropriated Facilities Su 7V08 101508 86250

234850

Tyleryillie Custodial NonAppropriated Facilities Su 101007 63008 33750

Custodial NonAppropriated Facilities Su 7108 101508 89425

123175

Warmack Delma Clerical Registrar 71506 32307 20000

Clerical Registrar 42U7 6i3U09 81800

101800
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Appendix B

Extra Help Positions Exceeding the 900Hour Rule

Position

Categor
EmploeeName

Beginning
Pa Period

llate

Ending Pav

Period

Date

Department
Total Hrs

for Position

Clerical Blackman Sonya 91X06 53107 Grants Chemistry Physics 36500

91X07 731iIR Grants Chemistry Phsics 210200

q2Oh Granth Chemistry fi Physics 271 U0

14800

Clerical Cresell Delores 920U6 831 07 Grants ChemisuyPhysics 43001

I U I X07 5310i Grants Chemistry K Physics 75950

118950

Custodial Gipson Alan X 1 106 2i1507 NonAppropriated Facilities Su 56711

72x07 6i300R NonAppropriated Facilities Su 76900

7108 1U15d2i NonAppropriatcdFacilitics Su 7K1101

211600

Clerical Griffin Robert K2h06 630117 Bookstore 37900

2i I U7 12 31 07 Bookstore 84125

122025

Custodial Hooker Michael I 1121 06 Sr3107 Grants PresidentsOfticc 12750

7307 1231 X07 Grants PresidentsOfticc 1300

94050

Clerical Johnson Daniel 3i2VU7 G3GU7 Bookstore 80375

8107 123008 Bookstore 656J5

146050
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Appendix B

Extra Help Positions Exceeding the 900Hour Rule

Position

Category
Employee Name

Bebmnmb
Pay Period

Date

Indmg Pad

Period

Uate
Department

Total Hrs

for Position

Clerical Johnson Ashley 92507 31501 Student Union 531111

42401 7Ix01 Student Union 73900

127000

Clerical Jones Crystalann 9106 531117 Grants Chemistry Physics 51400

91 07 13I 111 Grants Chemistry fi Physics 69150

27550

Clerical Lce Lasandra 8iI i06 63007 Grants Financial Aid 19300

8 107 630U1 Grants Financial Aid 18900

178200

Clerical Montgomery Connie 1706 li3 UU7 Teacher Quality Inhancement 64100

31207 13V01 Teacher Quality Enhancement 89415

154215

Clerical Perkins Paula 1 I 21 07 63001 Grants Student Development 1251111

10601 Grants Student Development 771110

90300

Technical StanbearyDaven Nancy 9I X06 Si31 X117 Grants Chemistry Physics 36900

9107 415OR Grano Chemistry Physics 35450

5 2101 115111 Grants Chemistry 8 Physics 46200

118550
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Appendix C

Temporary Upgrades Extended Beyond Guidelines

Name Transaction Start Date End Date

Total

Consecutie

1ork Das

Redmond Stanle Painter Foreman 2242007 1 2U8 313

Cook Shenisc Payroll Specialist III 1232007 12312007 27

I22008 I 3 12008 29

56

Jackson Zancta Payroll S ecialist Ill 822008 8312008 30

922008 9302008 29

59

Thomas Kenny ChiefOcratinEmrinccr 3162007 3312007 16

412007 51512007 45

61

Thomas Kemy Chicf Opcratin Eminter 642007 GI52007 12

6162007 6302007 15

7r l 2007 7152007 I S

42

Thomas Kenny Chief Operatin Fmineci 8 172007 8x312007 15

942007 9i152007 12

9 62007 9302007 15

42

Thomas Kenny Chief Operating En ineer 1142007 12152007 12

12162007 12131 2007 14

1122008 1313008 30

56
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Appendix C

Temporary Upgrades Extended Beyond Guidelines

Name Transaction Start Date End Date

Total

Consecutive

Work Davs

Thomas Kenny ChiefOieratin Ensinecr 842008 8i152008 12

8i162008 831 2008 16

9rl2008 9152008 I5

43

Martin Geroid Police Sercant 10122007 12U2007 51

Miller Teronse Electrician Foreman 8i132007 8i152007 3

8 162007 8 12007 16

9112007 9 I Sr2007 15

34

MillcrTcronsc ElectricianForcmm 1122017 11152007 14

11 1G2007 I I 3U2107 15

121 112007 12l52007 15

a4

Mover Alfreda Secretary IV 3121107 31302007 30

4i1 2007 4292007 29

59

Mo er Alfrcda Secretary IV 512007 5302007 30

z112007 62212007 22

6232007 61292007 7

59

Wheeler AIUicia Administrative Secretai 732007 7152007 13

7162007 7312007 16

8i12017 8 152007 15

4a
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Appendix C

Temporary Upgrades Extended Beyond Guidelines

Name Transaction Start Date End Date

Total

Consecutie

Vork llavs

Wheeler Altricia Administrative Secretary 9142017 9i152007 12

911620117 9302007 15

10 12U17 10 1512007 15

42

Wheeler Altricia Administrative Secrctar 1122007 11152007 14

I 1 162017 l l302007 15

121 112007 12152007 15

44


